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FORWARD

The FPDS User's Manual and Data Dictionary were developed to familiarize users
with FPDS data requirements and assist them WAPDS data entry. They are not
intended to serve as a substitute for the Fedeussition Regulation, Defense
Federal Acquisition Regulation Supplement, or Department/Agency procedures.
They do not relieveFPDS users from reviewing these regulations and procedures
which form the basis and set the context F®DS data entry requirenmds. If an

FPDS user has questions regarding how a particular procurement was conducted,
he/she should discuss them with the servic@gntracting Officelor procurement
policy officials prior to attemptingto enterdatainto FPDS

InformationenteredFPDS is postaward information. Contract formation or pagvard
decisions and actions, such as tyyge of contract tde used, applicability of certain
statutes, extent of competition, must be concluded prior to contract award and
therefore, prior toFPDS data entry FPDS is designed to captur@nd summarize a

variety of informationon preaward decisions and actions after the fact. This manual is
not intended to guide contracting personnel'sg&ard decisions which are directed

by regulation andprocedure.

Limitation on Permissible Use of Dun & Bradstreet, Inc. (D&B) Data: This website
containsdatasuppliedby third partyinformation suppliers,oneof which is D&B. For

the purposes of the following limitation germissible use of D&B data, which
includes eachentity’'s DUNS® Number andits associatedbusinessnformation,

"D&B Open Data" is defined as the following data elements: Business Name,

Street Address, City Name, State/Province Name, Country Name, Cowuy, C
State/Province Code, State/Province Abbreviation, ZIP/Postal Code, Country Name
and CountryCode.

D&B hereby grants you, the user, a license for a limited, -eoelusive right to use

D&B Open Data within the limitations set forth herein. By using thebsite, you
agreethatyou shallnot useD&B OpenDatawithout giving written attribution to the
source of such data (i.e., D&B) and shall not access, use or disseminate D&B Open
Data in bulk, (i.e., in amounts sufficient for use as an origis@alirce or as a

substitute for the product and/or service being licenseckunder).

Except for data elements identified above as D&B Open Data, under no
circumstances are you authorized to use any other D&B data for commercial, resale
or marketing purpose (e.g., identifying, quantifying, segmenting and/or analyzing
customers and prospective customers). Systematic access (electronic harvesting) or
extraction of content from the website, including the use of "bots" or "spiders", is
prohibited. Federal govement entities are authorized to use the D&B data for
purposes of acquisition as defined in FAR 2.101 and for the purpose of managing
Federal awards, including stawards, or reporting Federal award information.

GSA assumes no liability for the use of th&B data once it is downloaded or
accessed. The D&B data is provided "as is" without warranty of any kind. The D&B
data is the intellectual property of D&B. In no event will D&B or ahyrd-party
information supplier be liable in any way with regard e use of the D&B data. For
more information about the scope of permissible afse& B data licensedhereunder,
please contact D&B aflatause_govt@dnb.com.


mailto:datause_govt@dnb.com

1. SCOPE

The Office of FederaProcurement Policy, as amended, 41 U.S.C. 401 et seq. and

(FAR Subpart 4.6) requires the Administrator for Federal Procurement Policy to

establish a computdrased Federal Procurement Data System for collecting,

developing and disseminating procurementadatthe Congress, Executive Branch

and private sector. The Federal Procurement Data System Program Management

Office (FPDS PMO) within theOffice of thelntegrated Acquisition Environment(IAE)

oversees the operation of the Federal Procurement $atem Next Generation

(FPDS . The General Ser v A eontrackorbperates andr at i on o
maintains theFPDS

Executive departments and agencies are responsible for collecting and reporting data

to FPDS as required by the Federal Acquisition Regon (FAR). The Federal

Government uses the reported data to measure and assess the impact of Federal
procur ement on the nationb6és economy, t he e
businesses in the various so@oonomic categories, the impact of full aopen

competition on the acquisition process and other procurement policy purposes.

FPDS contains data that the Federal Government uses to create recurring and special
reports to the President, the Congress, the Government Accountability Office, Federal
executive agencies and the general public.

The Office of Federal Procurement Policy (OFPP) requires that each Department and
Agency certify annually that all data withiBPDS is valid and complete.

1.1 RESPONSIBILITIES

1.1.1 EXECUTIVE AGENCIES
Executive agencies must establish an agency point of contact to helRDIB agency
specific issues. AgencyFPDS points of contact represent the agency on BRDS
Change Control Board (CCB).

Contracting offices must submit complete and accurate data minaco actions t&~PDS
within thirty (30) workdays after contract award. (FAR 4.604(3))

The agency system admini st r aindudingdhe toatrachi n e s
writing system (CWS) privileges. Assignment of these privileges is NOT tip@nagoility
of the FPDS contractor 0IGSA.

Users will referFPDS design issues to the agency system administrator who will forward
the appropriate IAE Change Request Form to the CCB for resolution.

Executiveagencieswill notdirectanywork to bedoneby the FPDS contractor.Only GSA
has thisauthority.

1.1.2 GENERAL SERVICES ADMINISTRATIONGSA)
GSA hosts and chairs t he Ch a nKPBS Pogram r o |
Manager directs the activities of the contractor as they relat®ladifications to the
system.

1.1.3 CHANGE CONTROL BOARD (CCB)
The FPDS CCB serves as the primary communication liaison to the agencies and is
ultimately responsible for tracking all approved changes toFPieS The CCB

1



proposes and reviews configuration items required to keefp-BiXS database
current with Federal requiremts.

1.2 SUPPLEMENTAL INSTRUCTIONS

2.

See Agency supplements for Agency specific instructions.

INTRODUCTION TO DATAENTRY

2.1 DATA ACCURACY, INTEGRITY andTIMELINESS

2.2

To reiteratethe importance of accuracy,integrity andtimeliness of reporting to FPDS,

the system contains data that the Federal Government uses to create recurring and
special reports to the President, Congress, Government Accountability Office,
Federal executive agencies, and the general public. The data is also used to populate
the USAspendimgy.gov website in accordancewith the FederalFunding Accountability

and Transparency Act. Therefore, it is extremely important that data contained in
FPDS is accurate, complete, and submitted in a timely manner. Data that passes
validation rules is not nessarily accurate. As an example, NAICS 111110 is
Soybean farming. While this code will pass all validations, there is a good chance
that this is not what you are buying. It is incumbent on the Contracting Officers and
Agencies to assure the accuracy dfimflormation submitted. In order to ensure
timeliness and upo-date information within the systenContracting Offices must
submit complete and accurate data on all required contract acticaxcamdance with
FAR 4.604

METHODS OFREPORTING

There are two methods of reporting B®DS Web Portal and Contract Writing
Systems (CWS). The information provided in this document is based on Web Portal
access. If you are reporting via CWS, you may not see the main navigation screen.

2.2.1 ACTION REPORTING

FPDS makes a distinction between types and methods of contracting. Within this
document, the titles for classes of Awards and IDV are:

- Award 1 A contractual vehicle that cannot have orders placed against
- Basic IDVT The basicAward that allows you tglace orders in accordance with the
terms and conditions of the basiaV.

2.2.2 REPORTABLE ACTIONS

Agencies will report on all contract actions using appropriated funds as specified in

FAR 4.606. AbilityOne (formerly JWOD Nonprofit Agency or Sheltered Worksho

Awards) and UNICOR (Federal Prison Industriesyvards are reportable as they are

not interagency agreements.

Below is a partial list of types ;Awards reportable t&-PDS See FAR4.606for thefull

list. Agencies will report unclassified information on all contract actions using

appropriated funds including, but not limited to, thasade:

[ Definitive contracts, including purchase orders and impress fund twsishe
micro-purchase threshold awarded byantractingOfficer.

| I ndefinite delivery vehicle (identified
include thefollowing:
[ TaskandDelivery Order Contracts(see ), includingd

Governmemwide acquisitioncontracts.
Multi-agency contracts.
GSA Federal supplgchedules.



[ Blanket Purchase Agreements (se2309.
[ Basic Ordering Agreements (seé ).
[ Any other agreementr contractagainstwhich individual ordersor
purchasesmay beplaced.
All calls andorders awarded under the indefinite delivery vehicles identified in the
following:
[ With appropriated funds transferred from one executive agency to another
where the servicing agency contracts for the supplies or services;
With appropriated funds obligatgursuant to the provisions of PL-894;
By one agency for another;
For supplies and equipment;
For construction, alteration or maintenance of real property;
For services, including research and development and Utilities;
AbilityOne (formerly JIWOD Mnprofit Agency or Sheltered Workshéwards);
Telecommunications from regulated carriers; and
FederalPrison Industriesi.e., UNICOR Awards (orders from GSA stock for
UNICOR products are not reportable);
| Agencies will report all contract actions made with funds held in trust accounts
for foreign governmentsr procurements for foreiggovernments regardlesd
thenature of the funds. (The term fAforei
organizations.)

—_—C—C —¢ —( —¢ —¢ —¢

—_

2.2.3 NON-REPORTABLE ACTIONS
Agencies shall noteport:

[ Financial assistance actiorsg., grants, cooperative agreements, subsidies,
and contributions except for those Agencies who have a special module to
accumulate information on these typesaofions.

I Imprest fund transactions, SF 44 purchases, training authorizations, and
micro-purchases obtained through the use of the government purchase card.
The termfi mi P u o c hleasthe Gamemeaningassetforth in FAR 2.101.

| Interagency agreements with othfederal agenciese(g., Tennessee Valley
Authority), independentfederalestablishmentge.g., Export/Import Bank of the
US), or federally charteredsources(e.g., Howard University orthe
Smithsonian Institution).

[ Actions involving transferof supplieswithin andamongagenciesandsub
agencies.

Orders from GSA Stock and GSA Consolidated PurcHzregram.

[ Additionally, civilian agencies will not report actions for petroleum or petroleum

products ordered against a Defense Logistics Agency (Diodlefinite Delivery
Contract as the funds are reported by DLA.

—C

2.3 ACCESS LEVEL

To enter data int6PDS youraccess level is determined by Agency System
Administrators or Contract Writing System Administrators and you may not have
access to all to the avdike features. Users entering détaough thecontract writing
system (CWS) will not see tHePDS Main Navigation Screen shown in Figure 1.
Accounts will become inactivé not accessed within 90 days, or after 5 unsuccessful
logon attempts. If your accotrs deactivated, contact your Agency System
Administrator the FPDS Help Desk cannotagtivate user accounts.



Figure 1. Main Navigation Screen
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To submit comments, please

2.4 AWARDS COLUMN

The Awards column consists of the following types of actions:

Delivery/Task Ordemgainst IDV- an order for supplies placed against an
established contract or with Governmenources.

Purchase Ordefi an offer by the Government to buy supplies or services,
including construction and research and development, upon specified terms and
conditions, using simplified acquisitioprocedures.

Definitive Contract- a mutually binding legal relationship obligating the seller to
furnish the supplies or services (including construction) and the buyer to pay for
them. For purposes of data collectioam FPDS it includes all types of

commitments that obligate the Government to an expenditure of appropfiated
except purchase orders, delivery orders and BPA Calls. Data on these types of
Awards are collected separately. Contracts do not includetgrand cooperative
agreements covered by 31 U.S.C. 6301seet

BPA Calli A purchase under a Blanket Purchase Agreement that does not

exceed the simplified acquisition threshold unless otherwise specified by your
agency

2.5BASIC IDV COLUMN

A Basic IDV is a contract/agreement awarded to one or meotgies to facilitate the
delivery of supply and service orders. The only typeg&wérds which may have

4



orders placed against them are Federal Supply Schedule, GWAC, BOA, BPA, and
IDC. Refer to AR Parts 8, 13 and 16 to determine the type of IDV.

Use this column when entering the following type of document:
|  FSS (Federal Supply ScheduleYhe <creation of O0Schedul es
creating this type oAwards by GSA and VAonly.

2.6 TRANSACTION/MODIFICATIONSCOLUMN

Use this column when selectinga contractaction reportto corrector modify. By using
Advanced Searc (see theAdvanced Search section 2.10)
capability at the top of the screen, you can also perform these functions. To perform
any of thesefunctions,you musthaveaPIID (Procurementinstrumentidentifier).

| Correctioni To fix a mistake in a record that is FINAL status. It should be noted
that the correction should not change the legal intent of the contract action. You can
only usethis functionwhena contractactionreportis in FINAL status.

| ModificationsT UseModifications to report information on a dament where the

legal intent of the contract has changed. To replodifications to an existing
Award/IDV document; the base document must already F@NAL status in FPDS.

2.7 SYSTEM ADMINISTRATIONCOLUMN
Your Department/Agency System Administrator cofgraccess to these functions.
The FPDS contractor maintains control of the reference tables for Product and
Service Codes (PSCs), North American Industry Classification System (NAICS)
codes, Department, Agency and Location Codes under their respectiesaFed
Information Processing Standards (FIPS) directory and Special Publicatiof87800
Revision la. Contact your System Administrator if you need assistance in this area.

2.8 ACCESSING FPDS DATA

There are two methods for retrieving data fréfPDS ezSearch and Interagency
Contract Directory (ICD). Additional information is available in SectiBn

2.9U S E R OWAARIAS AND IDV INBOX
At the bottom of the Main Menscreenyou will notice that there are two inboxes
(Figure 2). One will contain the information on yoAwwards and the other will be for
your IDVs.

Figure 2. Users Award and IDV Inbox

)

\ 1DV Inbox \;
Draft Awsrds | ) Deaft IDVs{ ) [
Finsl Awsrgs |} Finsl IDVs| )

Error Awsrds | ) Error IDVs | '}
Unssved Awsrds | ) Unssved IDVs | )
Tempolsts Awsrds | ) 1 Templats IDVs |

=r A

B [Sr ~AWarss 5 30 51

The following is an explanation of the terms used within the Awards and hbUxes:

| Draft Awards 1 Number of recordsthat havebeensavedin DRAFT thatmay or

may not have been validated and are awaitpgroval.

Final Awards- Number of records the user hasiRINAL status

Error Awardsi Number of records that amissing required information

[ Template Awards i Userscan createatemplatewhich containsthe majority of the
data elements needed to be reported. The user can open the template and
completethe fields that are unique to the action being reported. This will eliminate
the rekeying of elements that are identical for multiple records. Agencies are
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responsible for maintaining templates tloegate.
|  Transfer Awardg Identifies the number of records that are waiting for acceptance
by thereceiving Agency

2.10 ADVANCED SEARCH
Contracts are reported FPDSin real time under two categories: Awaadd IDV
(Indefinite Delivery Vehicle). The Advanced Search feature allows you to perform
complex searches for an Award or IDV by using several caitékdvanced Search
produces search results based on fields on the Award and IDV documents. After
using Advanced Search, the Search Results screen displays a link for each document
that matches the search criteria. To conveniently access these reportagtspitick
the link. This allows you to acceasd viewanyreported contradhat is available in
FPDS This includes records IRINAL, DRAFT, VOID andERROR status.

2.10.1 ACCESSING ADVANCELCSEARCH
Advanced Search is located at the top of the scrbae. the following steps to
access the Advanced Seartinction.

Click EAEESSESSE at the top of théePDS main screen ashown:
Figure 3.FPDS Main Menu

FPDS Logged in as: GSA_USER 1 Adval arch _ GO elp A Log Off

Next Generation

_Assistance Contracts

e 3 sa 1
ﬁ Awards 45 BasicIDVs _‘- Tran. .ctlc.ms ! Syst.en.‘l . Reports
gam?/ Modifications W Administration

) 30 Goio
| by it = Fss 4 Corrections 1 Adhoc and
B order Agalnstiov | =— ' a [ users i e
at beta SAM.gov

‘.j:;}] Purchase Order I @ Modifications {-{% Locations
\

*11 Definitive ¥ Place

K contract i Commmry Interagency
= ¢ Contract Directory

> BPACall ==_ Organizations

_-j ’J ezSearch

» Department

P Agency

P Organization
2 Other » | Other ¥ Funding &

3 % Transaction Transaction Contracting Offices

i | Awards » IDVs
Service

E Classifications
» NAICS
» PSC
® Claimant Program

Awards Inbox 1DV Inbox
|l’ Data Ownership

32
43
9

For an audit log, please

To submit comments, please

The Advanced Search screen is shown below. To use Advanced Search, you must enter
information in at least one or more fields; for example, PllBgal BusinessName,

and/or Preparedy (UserID). The Agency ID (Agency ID) field is auto populatedbased
onuser ID.



Figure 4. Advanced Search Screen

Document Search Criteria

Agy ID PIID (How to find migrated documents?) Mod No
Award ID: 9700 k-3
Referenced IDV ID:
Prepared By (User ID):
Contracting Office ID:
Contracting Office Name:
Legal Business Name:
NAICS Code:
Funding Agency ID:
Funding Office ID:

Status: Final

Award/Indefinite Delivery Vehicle

Award
Type:

From:
Action Obligation Range:

Base And All Options Value (Total
Contract Value) Range:

Date Signed Range (mm/dd/yyyy) :

Last Modified Date Range (mm/dd
yyyy)

P
7

Cose ) Help )

P \ £
Search ) Clear

NOTE: The search may take about 5 to 10 minutes to return the results.

Try new ezSearch (BETA)

If you are looking for documents belonging to another agency, enter the appropriate
Agency ID, such ad700 GSA). If you are unsure of the Agency ID u*to find the

ID or leave this fieldblank.

Enter the PID or part of the PID (at least five charactersi or four with awildcard %) to
find a document matching the information in the Agency ID and PIID.

The Status does not need to be selected as a search criteREINAdr and

DRAFT records.However, if you needto searchfor recordsin ERROR or voided
recordsyou need to select the appropriamatus.

SelectAward asthe Award/IDV Type to narrow the searchby thetype of
documents you want taew.

Once the search criteria information is entered in the Advanced Search screen, select
< search ) The following Advanced Search screen displays this information. The

Advanced Search will generate linksdocuments that match the criteria you enter.
The following screen displays the links matching the search criteria.

Figure 5. Award Search Results Screen
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Selectingacontractlink will display adocumentlike the oneshownin thefollowing figure:
Figure 6. Partial Purchase Ord&rcreen

2.11 SEARCH RULES

2.11.1WILDCARD
The Advanced Search fields allow you to use a wildcard. The percent sign (%) is the
wildcard character that you may use in the data entry fields. Yopleae the
wildcard in the middle or end of a data string in any of the fields on the Advanced
Search sreen. For examplgiou canenter a wildcard after entering the first part of
the data string. When a user enters ACOM%O
anything that st asQompanyCompletefi @CGbmpositom  h
you use a wdcard while searching for a document, it can be used for Agddcy
PIID, or Prepared By (User ID). You will still need to enter the minimum number of
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